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Introduction
The Communication Studies Career Symposium is the annual networking and
professional development event for the Communication Studies Department. This year, the goal
was to inspire attendees toward career paths, provide internship and job opportunities, and aid
their professional development. Communication studies, which is applicable to a multitude of
careers, can feel almost too broad of a field for students because the possibilities of what they
can do are endless. My vision was to coordinate a day where students could listen to testimonies
of people working in a jobs well suited for communication studies majors. From that, I hoped
that the career possibilities for students would feel more tangible and attainable, so that they
would feel less overwhelmed with the numerous options post graduation. Furthermore, I
envisioned a time for students to cultivate their professional development so that they could be
well equipped to pursue jobs and internships. To aid professional development, I choose to
implement two station: one for resumes advice and one for LinkedIn profile picture photography.
In past years, the Career Symposium conception process did not account for the needs of the
intended audience, therefore my goal was to first and formost address those needs. Over my time
at Cal Poly, I have taken a particular interest professional development, and accordingly done
several projects and studies on it. After college, professionalism and passion for a career greatly
aids students in moving on with their adult lives. Therefore, using this fascination with
professional development, I began to design an event that would prepare my peers for post
college.

The 2019 Communication Studies Career Symposium
3

Theoretical Implications
Uncertainty Reduction Theory
Graduation and finding a job feels intimidating to many college seniors, largely because
the novelty of the experience is not comparable to any other life transition they have
encountered. I identified the need for my event based on the principles of Uncertainty Reduction
Theory, a communication theory created by Charles Berger and Richert Calabrese (1975).
Essentially, this theory predicts that people’s motivation to communicate and reduce uncertainty
about strangers or situations increases with the amount of uncertainty they feel. Feeling uncertain
takes a toll on one’s emotional and psychological energy (Berger & Calabrese, 1975, pg. 106);
people innately dispise disconfort, so they naturally seek to minimize it (West & Turner, 2018, p.
145). One of the axioms of Uncertainty Reduction Theory is that “high levels of uncertainty
cause increases in information seeking behavior” (West & Turner, 2014, p. 149). Uncertainty
accurately captures the experience of most seniors on the job hunt, therefore, I predicted that
students would be motivated to attend the Career Symposium as a means to reduce the amount of
ambiguity about their future. My hope was that by listening to the speakers duscussing careers,
attendees would be better able to envision their own careers.
The resume review station would also promote uncertainty reduction for students. Rarely
do classes teach a student how to create a resume, so many undergraduates feel insecure about
the formatting, presentation, and wording on their resumes. Having an executive recruiter, who
specializes in leadership and communication related careers, review and correct these aspect of a
resume reduces the ambivalence of what hiring personal will desire in a candidate.
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Media Ecology Theory
I considered Media Ecology Theory as a secondary theoretical foundation of my event
regarding the LinkedIn profile photo station. Media Ecology Theory revolves around the idea
that technology shapes society's values and perception of the world; it asserts that it creates the
environment for a culture (McLuhan, 1964; McLuhan & Fiore, 1996). With the surplus of social
media that the current college-age generation has grown up utilizing, college students view social
media—and accordingly self presentation—as an intrical part of existing in their society.
Accordingly, they realize the importance of putting forth an image that best represents
themselves, because today’s media has placed significant value on such efforts. Since LinkedIn
is solely a professional social media, the self-presentation on it should be professional. Even if
college student feel uncertainty about professionalism in general, I expected that they would
recognize the value of appropriate self presentation online. Therefore, they would appreciate the
opportunity to take a professional photo, because such opportunities are uncommon in university
settings. As a whole, our society truly does value an attractive and contextually appropriate
online presence, and as follows, students would benefit from a professional photo.
Other considerations
Finally, I choose to include a “career fair” style portion less on a theoretical basis and
more for the purpose of providing concrete opportunities for students to find and apply for jobs.
Essentially, having employers attend and recruit students would sequentially conclude the other
event aspects: envisioning a career, to professional development, to the actual job search. I
specifically aspired to bring employers who were recruiting within the fields that were discussed
by the keynote speakers.
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Between Uncertainty Reduction Theory and Media Ecology Theory, I determined that the
speakers, resume review station, LinkedIn photo station, and the “career fair” portion, would
cater to the intended audience of students within the Communication Studies department.
Moving forward, I formulated a plan to execute the Career Symposium and began a producation
journey that became the forefront of my focus for the next five months.
Planning Stages
October through November – Planning Stage 1
Overview of tasks.
To achieve the goals of this project, I created the big picture timeline in October (see
Appendix A), which acted similar to the project evaluation and review technique (PERT)
analysis—a logistics management system, which has been used with great success in industry
management since the 1950s (Malcolm, Roseboom, Clark, & Fazar, 1959, p. 646–669; Morris,
1997, p. 31). I was striving to have 50 students in attendance, and to legitimately understand and
meet their needs through the event. Early on, I solidified the date and location for the event—
Friday, February 22, in Chumash Auditorium. My first task was to find employers that would be
willing to come recruit, and speakers to present. I started by making a spreadsheet of employers
(see Appendix B), and a template email to send inviting them to attend (see Appendix C). As the
Professional Event Coordinator for the Communicaiton Studies Club, I am part of a six person
club leadership team: Kylie Clark, President, Brooke Lyon, Vice President, Tina Reynolds,
Social Media Specialist, Kelly Carrol, Secretary, and Julia Rocchio, Treasurer. They all agreed to
act as my planning support team.
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Audience analysis.
In past years, this event has produced an unfortunately low turn out, partially due to the
lack of audience analysis in the planning process. To determine what careers communication
studies majors were interested in, and
accordingly what speakers invite, I
created a survey to gauge interest (see
Appendix D). I administered this
survey in each of my own
communication studies classes, and
also asked the department
administrator to email it out to all the
students in the department. The survey asked a series of questions phrased as “how interested are
you in a _________career” and then provided a Likert scale with five intervals ranging from “not
interested” to “very interested.” There then was a question asking, “what other careers are you
interested in that were not mentioned?” with an open ended response space. The final aspect of
the survey asked students to report what they would most like to see at the Career Symposium.
Results showed that out of
111 participants, 69 reported
interest in marketing, 36 in
human relations, 41 in nonprofit work, and 31 in
government. For the final
portion, 43 percent reported
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that they would most like to see speakers talking about possible career options; 40 percent
reported that they would most like to see internship opportunities. Knowing my audience
significantly enabled me to provide an event that catered to their interests and desires.
Speaker selection.
From there, I did research on LinkedIn on local companies and individuals searching for
speakers that would match the interests of the Communication Studies department students.
Once I selected four canidates, I crafted an email template to reach out to them (see Appendix
E). In order to persuade them, I framed my request in a manner that demonstrated how highly
we viewed their expertise, letting them know we would be honored to have them in attendance.
When applicable, I also drew on commonalities such as their area of study or being Cal Poly
alumni, and appealed to how much students would appreciate them based on their unique
common perspective. All the speakers I invited gladly accepted.
Kim Haile, Senior Marketing Communicaiton Specialist.
The first speaker was Kim Haile, Senior Marketing Communication Specialist at
MINDBODY. I invited Kim to speak because she minored in organizational communication, and
so had a unique inside scope of how perfectly her education tied into her career. MINDBODY is
one of the largest companies in SLO, and regularly employs Cal Poly graduates. Hearing from
Kim would show students how smoothly their communication studies education could set them
up for an incredible marketing career at a local business.
Bryce Prunty, Director of Recruiting.
Next, I invited Bryce Prunty, National Director of Recruiting at Clarity Technology
Partners. Bryce maintains a special relationship with the Cal Poly Communication Studies
department as he regularly looks to hire communication studies students as interns and
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employees. I asked him to speak because I aspired that this opportunity would allow more
students to meet him and realize the excellent career he could help them start.
Betsy Umhofer, former SLO District Representative for Congresswoman Capps.
Although government is not the typical path communication studies majors take, I invited
Betsy Umhofer, former SLO District Representative for Congresswoman Capps to speak. For the
most part, I doubt communication studies majors even consider this avenue, but with training in
public speaking, persuasion, and an understanding of intercultural, intergroup, and organizational
communication, I believe communication studies majors are ideal candidates for political
representatives. Accordingly, I foresaw that hearing from Betsy would peak students’ interests,
because it would be an excellent career for communication studies majors.
Gabrielle Rivera, Development and Communications Coordinator.
Finally, I asked Gabrielle Rivera, Development and Communications Coordinator at
Stand Strong to join. As a Cal Poly alumni, she would be able to offer relatable insight into the
transition from our stage of life to hers. As someone from the nonprofit world, she would bring
students to consider how wonderful and fulfilling of a career they could have with a non-profit.
Marketing plan.
At this point, I drafted an extensive amount of marketing content, which entirely
consisted of social media posts (see Appendix F). I ended up not using the majority of this
content, because I realized that I needed to focus on strategy before content. After writing it, I
evaluated other very successful event-related social media campaigns, and realized that in order
to make my marketing posts effective, I had to adopt the strategy of being short and sweet. With
social media, people rarely look at a post for more than a couple seconds, so I needed to make
each piece of marketing consice, focused, and attractive, instead of the lengthy blog-post-style
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content that I had already written. Therefore, I collaborated with our club’s social media
specialist, Tina Reynolds, on writing content that was concise, relevant, and would catch the
attention of viewers (e.g. Appendix G). During this stage of planning, I also wrote the event
descriptions for the Eventbrite, Facebook event, and instagram announcement (see Appendix F).
December through January – Planning Stage 2
Event vendors.
In the second stage of planning, I began to confirm the date, times, and conpensation with
vendors. I verbally made an agreement with the photographer in December, and officially signed
the contract in January (see Appendix H). I verbally confirmed with the executive recruiter in
January as well. Throughout December and January, I continued to communicate with speakers.
Several of the speakers were interested, but slow to commit, so it was not until early February
that I had all of them confirmed.
Midway through January, I had reached out to about 20 employers, but received no
interest whatsoever in the “career fair style” portion of the Career Symposium. Partially, this is
my mistake for not reaching out to more people. Aside from that, there were several other
“career fair style” events happening in winter quarter, which employers were already attending,
and they did not see the value in also coming to the Career Symposium. I decided to restructure
the event, so that the first half would still be speakers, but the second half would be lunch, the
LinkedIn photography station, and the resume review station (taking away the “career fair”
portion). To some degree, this was due to necessity, but in addition, I hoped to provide an event
with resources that were not already being offered by the other “career fair” style events
happening near the Career Symposium.
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Tickets and payments.
In January, I set up the Eventbrite, which was user friendly for both me and for those
purchasing tickets. After the event, I found out that I could have sold tickets through club
services. Club services can set up PayPal accounts for club events to sell tickets, and they can
link it to the club webpage. Just like Eventbrite, PayPal charges a small percentage of the
income, but club services will pay that percentage if you sell tickets through them. Overall,
Eventbrite worked decently well, but using club services’ PayPal would have yielded more
profit.
I planned on half of the event funding coming from ticket sales, and for the other half, I
applied for ASI co-sponsorship. Through this program, ASI pays for half of a club event if the
event can benefit the Cal Poly community. Since the Career Symposium was open to anyone
who wished to attend, and in the application I explained how it aided professional development,
ASI granted me $375. I had previously created a brief cost estimate—expected cost beig $750—
but in January, I did a full expense report, which I used to track the budget for the rest of the
planning processes (see Appendix J).
Marketing.
On January 4, we first announced the career symposium on instagram and Facebook (see
Appendix G). During the second week of January, I tasked Kylie Clark, the Communication
Studies Club president, with researching times for this quarter’s communication studies classes.
She then coordinated having our team members present on the Career Symposium in the classes.
We advertised and sold early bird tickets (30 in total) until the end of January or until they sold
out, to encourage people to buy their tickets early. With early bird tickets, they received a
guaranteed spot with the photographer and an extra raffle ticket. At this point, I composed an
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email to be sent out to the entire department about the event (see Appendix I). Near the middle of
January, I started to feel extremely frustrated with this process. I had pitched the event to several
classes, but sold very few tickets. My advisor, Dr. Askay, pointed out that people are essentially
lazy so they might be interested, but will not be motivated enough to go out of their way to buy
tickets. Therefore, I should make it as easy as possible for them. Accordingly, I printed QR codes
with links to the Eventbrite page, and when I next pitched my event, I immediately handed out
the QR codes and asked the group to scan them. To my amazement, early bird tickets sales
soared and were sold out before the cut off date, on January 29. Although pleased, I wish I had
used the easy-as-possible method to from the start. With more tickets sold than I anticipated and
interest in the event flooding my classes, I entered the final planning stage with high hopes.
February – Planning Stage 3
Vendor management.
By early February, I had all the speakers confirmed and so began to market them on
social media and in club meetings, knowing that their expertise would attract attendees. After the
initial confirmation with them, I sent three emails to the speakers (see Appendix K). I wanted to
provide as detailed information as possible, as concisely as possible. Also, I wanted to orient
them early on, so that they could plan accordingly, but I also felt it important to contact them 24
hours before the event so that they did not have to search their inboxes for the event information.
I sent the photographer and executive recruiter three emails (e.g. photographer emails: Appendix
L). In these emails, I included a personalized timeline with the details pertaining to each vendors
role.
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Logistics management.
I placed the catering order with Urban Café, and then updated it the week of the event. I
discovered that in order to received “sponsored guest” parking passes, the department had to
request them for me; therefore, the department ended up paying for the vendors’ (speakers’,
photographer’s, and executive recruiter’s) parking. My part was to supply the department with
the names and purpose of each sponsored guest. In this planning stage I procured raffle tickets,
water bottles, sign holders, name tags, and a Shell gas card for the executive recruiter because he
was driving over 150 miles to attend.
Addendee management.
I created a spreadsheet of all the attendees and their contact information (see Appendix
M). Additionally, I divided the early bird ticket holders into groups of five and assigned each
group a time slot with the photographer so that they would all get their guaranteed spot to have
their picture taken (see Appendix N). The week of the event I sent them two emails: one to
provide all necessary details, and another 24 hours before to highlight key points to remember as
the prepared for the Career Symposium (see Appendix O). If they bought an early bird ticket, I
informed them of their assigned timeslot in the email, I wrote it on their name tag on the day of
the event, and on the day of I kept a list with the assignements at the photography station. In all
emails, I included my contact information and encouraged them to reach out with any questions.
Team management.
Ever since mid December, I had been sending out regular updates to the Communication
Studies Club Leadership team about the Career Symposium, since they were all supporting me in
the planning process. This was useful for orienting them and for holding myself accountable. The
week before the event I sent a detailed update to everyone in the Communication Studies Club
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Leadership about what was happening and what their role would be the day of the event (see
Appendix P). I then followed up with each of them via text to ensure they understood what I
expected.
Event Day
To my delight, the outcome exceeded even my own expectations. Everything ran
according to plan, attendees showed up on time and well prepared, and people approached my
throughout the day, thanking me for providing such an amazing professional development
opportunity.
24 Hours before.
The day before the event, I printed the event material. Event material included a
pamphlet (see Appendix Q), which I designed, a attendee sheet for check in (see Appendix M),
the photo group sheet (see Appendix N), a room diagram (see Appendix R)—which I created
using Social Tables, and a day-of event timeline—which I
made using Timeline Genius (see Appendix S).
Pre-event.
The event began at 10 a.m., but we had access to the
room at 8:30 a.m., and when we arrived at the venue, I sent
two volunteers to pick up lunch from Urban Cafe at 9 a.m.
(see Appendix T). In the meantime, I went over registration
with another volunteer and oriented Kylie on the script for MC’ing the keynote speaker portion.
Complications.
I encountered two issues during the pre-event time. First of all, I had expected nicely
finished wood tables, but instead, the tables were beat up and disgusting. I realized we could not
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have people eating off these tabletops, so I sent a volunteer to pick up disposable tablecloths at
the Dollar Tree. This was a total oversight on my part, I should have known to buy tablecloths or
at least check the condition of the tables we would be using. Secondly, speakers had delays
picking up parking passes and finding parking spots, because there were other events happening
on campus. I should have checked what else was happening that day, and asked the speakers to
arrive earlier. Nonetheless, they all made it on time, as did the executive recruiter and the
photographer. Tablecloths also arrived on time, so the event doors opened promptly at 10 a.m.
Event time.
Music played while attendees entered the venue, which provided a pleasant atmosphere,
and everyone appeared excited for the day. 45 people registered, and 38 attended. The speakers
were incredible, outshining even what I pictured, and the audience had
endless questions for them. Kylie, who is cheerful, well-spoken, and
charismatic did an excellent job introducing and thanking each speaker.
All together, the speakers both inspired new ideas and painted realistic
pictures of what communication studies majors
could look forward to after college.
Our photographer, Samantha Ward, owner of Samantha Jossette
Events, did an incredible job working with the mediocre lighting in the
venue and took lots of time with each guest. The resume review station
with executive recruiter Tim Bernstein, of Ardent Search Company, was a
highlight for most people, and everyone I chatted with reported how
helpful that station had been. While attendees ate lunch, they networked
with the speakers and I observed many business cards being exchanged.
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My leadership team (the volunteers) stayed to help clean up and we left the venue on
time. Delegating tasks is not easy for me, my natural instinct is to do everything myself, but
looking back I definitely could not have done it without my team. Overall, I felt extremely proud
of the event and received very positive feedback from attendees and speakers.

Conclusion
Over the next couple weeks, many attendees informed me how impactful the speakers
had been for them and how grateful there were for my clear and detail communicaiton leading up
to the event. I also heard several stories of connections attendees had made with speakers or job
opportunities that speakers had pointed them toward. A post event survey illustrated that the
majority of attendees rated the event constructive, beneficial, and enlightening. In fact, the only
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negative feedback I received was that people would have liked more time at the professional
development stations, indicating that they were especially appreciated. Despite the few
complications with employers, ticket sales, tablecloths, and parking, I believe the event
effectively improved the job search process and professional development for students. I look
forward to passing on my knowledge to the future Communication Studies Club Professional
Events Coordinator, with the confidence that next year she will enhance all aspects of the day
and that therefore the Career Symposium will flourish. I view this year’s experience as a fresh
beginning to an annual event, which will grow in popularity and utility to the department as a
whole. I was honored to produce this memorable and extraordinary event—the 2019
Communication Studies Career Symposium.
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Appendix A
Big Picture Timeline
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Appendix B
List of Potential Employers
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Appendix C
Email Template for Potential Employers
Hello,
My name is Emily Beth Bernstein, and I represent the Cal Poly San Luis Obispo
Communication Studies Club.
We are planning our Communication Studies Club career symposium for Friday,
February 22 from 10am-1pm, and would like to know if a representative from ____________
would be interested in presenting internship or employment opportunities. We will have
students—many soon to be alumni—who are interested in marketing, sales, PR, HR, social
media, event coordination, and other communication studies related careers.

The Annual Communication Studies Career Symposium is an opportunity for students to
discover ways that they can use their Communications degree after graduation. We will have
professionals from various communication studies related jobs come as keynote speakers and
present about their careers and offer advice. It also allows alumni, faculty and professionals to
network and discover new opportunities. We hope to provide guidance to students about the
incredible opportunities that they can pursue after graduation or for a summer internship.
If your company is interested, please let me know! We are hoping to confirm our list of
companies in attendance by January 31, 2018. After confirmation, I will send more details about
parking, etc. If you have any questions, please don't hesitate to reach me at
embbernstein15@gmail.com or (805) 657-8491.

Thank you.

The 2019 Communication Studies Career Symposium
25

Appendix D
Interest Survey
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Appendix E
Email Template for Potential Speakers
Hello ____,
My name is Emily Beth Bernstein, and I represent the Cal Poly Communication Studies
Club.
We are planning our Career Symposium for Friday, February 22 from 10am-1pm, and
would like to invite you to join us as a speaker! This involves giving a 10-minute talk about
your career, the role communication plays in it, and advice for students. This is followed by a 5minute Q&A. After hearing from several speakers, we will have a meet and greet time, where
lunch will be provided and students can inquire further about your career. We would be honored
to have you in attendance.
The Annual Communication Studies Career Symposium is an opportunity for students to
gain advice and discover careers. It also allows alumni, faculty and professionals to network and
discover new opportunities. I noticed from your LinkedIn profile that you attended Cal Poly, so
your attendance as a speaker would be really inspiring for our club members, as they could relate
to you and therefore better envision their future.
If you are interested, please let me know! We are hoping to confirm with all speakers by
December 1, 2018. If you have any questions, please don't hesitate to reach me at _________ .
Thank you.
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Appendix F
Original Marketing Campaign
Marketing campaign
1. Social media
a. Facebook (create page for event on COMS Club Facebook)
b. Instagram (use existing COMS Club account)
2. Flyers
3. Email announcements
1. Social Media
Tina to help me write the rest of the content. Will connect in January on specifics, because some
details will change between now and then.

Post Date
January 2

Launch Facebook page
Facebook (about section): The Annual Communication Studies Career
Symposium is an opportunity for students to discover ways that they can
use their Communications degree after graduation. We will have
professionals from various communication studies related jobs come as
keynote speakers and present about their careers and offer advice. It also
allows alumni, faculty and professionals to network and discover new
opportunities. We hope to provide guidance to students about the
incredible opportunities that they can pursue after graduation or for a
summer internship.
This networking event aims to connect with dots between the skills
students are developing in school and their career. Although organized by
the Cal Poly Communication Studies Club, this event is open to all Cal
Poly students. It will specifically cater to those interested in marketing,
public relations, human relations, development, government, sales, and
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event planning. Such careers include skills in written communication,
coordination, social perceptiveness, spoken communication, active
learning, critical thinking, and fluency of ideas. Essentially, the day will
revolved around the skill of communication.
All majors are welcome!
The first portion of the event will hold the three keynote speakers along
with question and answer times. The last half of the event will hold three
options for attendees. Part of the space will be set up career fair style, and
various professionals--in addition to the keynote speakers--will be
looking for interns and employees. The next option will be a resume
workshop station, where we will have an executive recruiter; he will
spend a few minutes looking over each resume and provide tips or edits.
Finally, we will be having a professional photographer to take LinkedIn
photos.
January 2

Introductory post
·

Facebook: Get excited for the Communication Studies Career

Symposium 2019! Ticket sales open soon, with special perks for those
who register early. Stay tuned for details.
Instagram: Get excited for the Communication Studies Career
Symposium 2019! Ticket sales open soon, with special perks for those
who register early. Stay tuned for details.
January 7

Ticket Sales Open now
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·

Facebook: Today is the day! Early Bird ticket sales NOW. Tickets are

$10 if you’ve already paid your club fees; $15 if you have not. Tickets
include: the opportunity to hear three keynote speakers sharing about
possible careers for COMS majors (or anyone else interested in
marketing/public relations, politics, or development), time to network
career fair style with various companies, and the opportunity to have you
resume reviewed by an experienced executive recruiter. If you grab an
early bird ticket you will be guaranteed a spot with our photographer to
have a professional, LinkedIn photo taken AND you will receive an extra
raffle ticket! Early bird tickets are first come first and will be sold until
January 31.
Instagram: Today is the day! Early Bird ticket sales NOW. Tickets are
$10 if you’ve already paid your club fees; $15 if you have not. Tickets
include: the opportunity to hear three keynote speakers sharing about
possible careers for COMS majors (or anyone else interested in
marketing/public relations, politics, or development), time to network
career fair style with various companies, and the opportunity to have you
resume reviewed by an experienced executive recruiter. If you grab an
early bird ticket you will be guaranteed a spot with our photographer to
have a professional, LinkedIn photo taken AND you will receive an extra
raffle ticket! Early bird tickets are first come first and will be sold until
January 31.
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January 14

Networking Tips Intro
·

Facebook: Networking: it’s the buzzword, the hot topic, and the

expectation for college seniors. As a graduation approaches, many
sources have probably assured you, “you’ll find a job, just network.” It’s
treated like the magic formula. Unfortunately, “networking” is somewhat
vague and the skills to do so are rarely taught—even in the academically
rigorous Cal Poly classrooms. With the input of executive recruiters,
entrepreneurs, human sources specialists, and other professionals, who
have figured out the keys to successful networking, we’ve compiled a list
of networking tips. Here’s the first two tips…Prep Your Story and Eat
Before
Prep You Story: Your story, also known as an “elevator speech,” is just a
brief summary of what you do, have done, and want to do. The term
“elevator speech” stems from the idea that if you’re riding an elevator and
the person next to you asks, “What do you do?” you should be able to
explain yourself in the 30 seconds it takes to arrive at the fourth floor.
Whether it comes up in an elevator, in line for coffee, or more formally at
career fair, your story should show that you are experienced, competent,
and well-spoken. It seems like an easy question to answer, but on the spot
you may struggle to explain yourself. So practice ahead of time; think
about what experience you have could contribute to what you want to do
and practice how to say it in casual conversation. Let’s say you want to
work in the marketing department for Nike; you probably won’t end up in
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the bus seat next to their head of marketing, but you might end up next to
the nephew of Nike’s head of marketing. You never know who knows
someone. If can you come across as competent, experienced, and amiable
in a casual conversation, that nephew might want to help you out. It’s
even easier at a career fair or other school networking event, because you
can anticipate who will ask you what. So prepare your story.
The second Networking Tip for today is Eat Before: The only thing more
uncomfortable then an awkward silence is the moment when someone
asks you a question right after you take a bite and then they expectantly
looks at you while you chew. Many networking events offer snacks and
on one hand, hors d'oeuvres can ease the pressure of networking. Instead
of frantically searching for someone to talk to, you can chat with the
woman who grabbed a chocolate cookie right after you. That’s great, and
it’s fine to nibble on a cookie, but don’t show up hungry and then spend
the whole time noshing. When networking, your goal is to be ready at all
times to make connections. So if you eat before arriving, you can use
food as a connecting point, but mostly keep your mouth free for talking.

Instagram: Just Network, you’ll find a job…if you’re thinking, “but
how?” We’ve complied a list of networking tips to prepare you for the
Career Symposium (do you have your ticket yet?). Here’s the first: Prep
Your Story. Your story, also known as an “elevator speech,” is just a brief
summary of what you do, have done, and want to do. Practice ahead of
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time; think about what experience you have could contribute to what you
want to do and practice how to say it in casual conversation. Whether it
comes up in an elevator, in line for coffee, or more formally at career fair,
your story should show that you are experienced, competent, and wellspoken. For more details on these tips, head to our Facebook page!
January 20

Post about more networking tips
·

Facebook: Here’s our next two networking tips for you as you

prepare for the career symposium (early bird tickets still available!)
“Value Dropping” If an event is specifically dedicated to networking, it
likely has a list of those who will be in attendance; career fairs definitely
do. Check out that list and then look up the companies in attendance.
Think specifically about which companies where’d you’d be interested in
interning or working, and then look up their values and mission statement
(usually located on websites “about” section). Then, when you meet the
representatives from that company, you see if you can mention their
values or their mission statement and how you firmly support those
values. It works like “name dropping,” in that when you drop an
important name, youbecome more important and memorable because you
know someone. “Value dropping” showing that you value what they do
and you care enough about it to find a company that values the same
thing. Alternatively, even if you can’t “drop a value,” do your research
enough so that you know a degree of information about the company—it
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will still show your competence and drive to work there.
Secondly, Carry Your Resume, But Don’t Force It: Find out what
companies will be there, which ones you want to pursue an opportunity
with, and print resumes for each of those organizations; then print a
couple more. Borrow it from the Boy Scouts and make your motto “Be
Prepared.” Always be ready to hand that resume to anyone who’s will
take it, because remember, you never know who knows someone. That
being said, if someone doesn’t seem interested, don’t force it. If they
don’t appear to care, then asking them to look at your resume will
probably just come across as pushy—wasting your time, wasting theirs,
and wasting paper.
·

Instagram: “Value Dropping” It works like “name dropping,” in that

when you drop an important name, youbecome more important and
memorable because you know someone. “Value dropping” showing that
you value what they do and you care enough about it to find a company
that values the same thing. Here’s what we mean: when you meet the
representatives from that company, you see if you can mention their
values or their mission statement and how you firmly support those
values. It will still show your competence and drive to work there. For
more details on these tips, head to our Facebook page!
January 26

Post about more networking tips
·

Facebook: Our next networking tip is: Bring A Notepad and Pen: A
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notepad inside of one of those leather bound folders is ideal. At a
networking event, you will probably want to take a few notes and
standing in the corner typing on your phone does not look professional.
Here is a few ideas of important details to record: emails and other
contact information, random “To Dos” that pop into your head, and
names. Names are difficult to remember, but start by repeating their name
after they introduce themselves, “it’s nice to meet you Kylie,” and then
use it again when they leave, “bye Kylie.” Then, take your handy notepad
and write down their name and a few characteristics about them: “Kylie,
short brown hair, sparkly eyes, President of COMS Club.” Sometimes
you might focus so much on how excited you are about the opportunity
with this company that you don’t consciously take note of the little
things—like the name of the company representative. Carry a notepad for
those small details, because it’s the little things people remember—like
whether you remembered their name. The little things could get you the
job.
·

Instagram: Our next networking tip is: Bring A Notepad and Pen: At

a networking event, you will probably want to take a few notes and
standing in the corner typing on your phone does not look professional.
Here is a few ideas of important details to record: emails and other
contact information, random “To Dos” that pop into your head, and
names. For more details on this tip, head to our Facebook page!
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January 28

Post about Early Bird ticket sales
·

Facebook: Time is running out! Four more days to purchase early bird

tickets! Remember, with early bird tickets you get a guaranteed spot with
out photographer for a LinkedIn photo and an extra raffle ticket!
Instagram: Time is running out! Four more days to purchase early bird
tickets! Remember, with early bird tickets you get a guaranteed spot with
out photographer for a LinkedIn photo and an extra raffle ticket!
January 31

Post about final networking tips
·

Facebook: The final networking tip is Check Your Body Language.

Make sure that your nonverbals are communicating confidence and an
attitude that invites conversation. Stand strait up, smile, look people in the
eye, and be the first to reach out your hand for a shake. Let you arms hang
at your sides instead of crossed in front of you, clutching your resumes to
your chest. Practice a firm hand shake ahead of time. You might think
that you can’t force confidence, but it turns out, you can. Amy Cuddy, a
Harvard Business School professor and social psychologist, presented her
incredible research in a TED talk in 2012. Amy found that not only does
your mind and feels affect you nonverbal behavior, but also your
nonverbal can affect your mind and feelings. A “high power pose,” when
held for only two minutes, affects your hormone levels to physically
increase your confidence and lower your stress. High power poses include
standing feet shoulder width apart with your hands on your hips, sitting
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with legs apart and arms resting on the chairs next to you, sitting in chair
with your feet propped on a table and your hands resting on the back of
your head. So before going into a professional event, go stand in the
bathroom stall in a superwoman pose for a couple minutes. As silly as
that sounds, you will stroll in more confident and ready to network.
·

Instagram: The final networking tip is Check Your Body Language.

Make sure that your nonverbals are communicating confidence and an
attitude that invites conversation. Stand strait up, smile, look people in the
eye, and be the first to reach out your hand for a shake. Let you arms hang
at your sides instead of crossed in front of you, clutching your resumes to
your chest. Practice a firm hand shake ahead of time. For more details on
this tip and the list of them all, head to our Facebook page!
Upload full document with tips to the Facebook page somehow
February 5

Post about Speaker #1
· Facebook:
Instagram:

February 10

Post about Speaker #2
· Facebook:
· Instagram:

February 20

Speaker #3 post
· Facebook:
Instagram:

February 21

Need to know for tomorrow
· Facebook:
Instagram:

February 22

Thanks for coming
· Facebook:
Instagram:

The 2019 Communication Studies Career Symposium
38

2. Flyers
· Tina to design/work with me on designing January 7, 2019
· Hang around campus (with help of club leadership and career symposium team) February 15
3. Department email January 21
· Excerpt from Facebook “about” plus info on early bird tickets
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Appendix G
Examples of Social Media/Marketing Posts
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Appendix H
Photography Contract
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Appendix I
Email to Communication Studies Department
Subject: Communication Studies Career Symposium Early Bird Tickets Sales Closing January 31

Good Morning,
Early bird tickets are available now until January 31 for the Communication Studies
Career Symposium. The Communication Studies Career Symposium is an opportunity for
students to discover ways that they can use their Communications degree after graduation. It will
have professionals from various communication studies related jobs come as keynote speakers to
present about their careers and offer advice. It also will allow alumni, faculty and professionals
to network and discover new opportunities. We hope to provide guidance to students about the
incredible opportunities that they can pursue after graduation or for a summer internship. The
first portion of the event will be dedicated to keynote speakers discussing marketing/PR,
recruiting, non-profit/development, and politics. The second part of the event will be a devoted
to personal professional development: there will be time to networkwith speakers (some will be
looking for interns), lunch will be served, there will be an executive recruiterpresent to look over
resumes and provide edits, and there will be a professional photographer to take LinkedIn profile
shots.
If you purchase an early bird ticket, you receive an extra raffle ticket and you are
guaranteed a spot with the professional photographer to have your LinkedIn profile picture take.
Early bird tickets are being sold until January 31, but are first come first serve (there is a limited
number).
Tickets available here: https://www.eventbrite.com/e/communication-studies-careersymposium-tickets-53045799414?utm-medium=discovery&utm-campaign=social&utmcontent=attendeeshare&aff=escb&utm-source=cp&utm-term=listing
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If you are a Communication Studies Club member and have paid your club dues, please
contact Emily Bernstein for a discounted ticket: ebbernst@calpoly.edu.
Speakers:
● Marketing and PR specialist from MINDBODY
● National Director of Recruiting from Clarity Technology Partners
● A former SLO District Representative for Congresswoman Capps
● Director of Development and Communication at Stand Strong
Professional Development and Other Resources
● Executive recruiting firm providing a representative for resume review:
http://ardentsearchco.com
● Professional photographer: https://www.samanthajosette.com/photography/
● Lunch: http://urbanecafe.com
If you have any questions, please don't hesitate to contact Emily Bernstein at
ebbernst@calpoly.edu or (805) 657-8491.

Sincerely,
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Appendix J
Cost Estimate

Expense

Details

Photograph 1 hour 20 minutes,
er
$250 base cost, $30 tip

Parking

Samantha, 4 speakers,
Tim, $10 each plus
processing fee

Food

Urban Cafe, 5
sandwich platters (810), 4 salad (18-20
side salad servings/810 main dish
servings); $526.90 +
$75 tip

Estimat Actual
ed Cost Cost
$280

$70

Notes

$280 Get Cash for day of: done

$0

45 attendees, 7 vendors (speakers,
Samantha, Tim, Beth), 5 person team,
$545 $601.90 Amy, Zoe, = 59, tip = $75

Binder, order from
Raffle Prize amazon

https://www.amazon.com/PortfolioProfessional-Leather-Binder$35 $31.97 Interview/dp/B078N56VZ3

Gas Stipend Driving from
for Tim
Thousand Oaks

$50

Misc.

Total

$0 Raffle tickets, $0
water bottles for
speakers and guests,
$10 table clothes;
120.65 Staples:
Printing (pamphlet,
check in sheet, photo
group sheet,
production schedule,
timeline), sign holders,
and name tags

$60

1040

$50 Get gas gift card: done

$131

$1,095
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Sources

Income

ASI sponsorship

$375

Ticket Sales

$647

Total

$1,022
$73 over budget
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Appendix K
Emails to Speakers
February 8
Good morning,
Thank you again for being a part of our Annual Communication Studies Career
Symposium!
Event Location: Chumash Auditorium in the University Union, on Cal Poly’s campus.
Event time: 10am - 1pm
Parking: Grand Ave Parking Structure or A1 Lot
Please arrive at 9:30am and pick up parking passes at the A1 Parking lot (see map). Your
passes are valid in “Sponsored Guest” spaces; there are several in the A1 lot and more in the
Grand Ave Parking Structure. The event is in the University Union, upstairs, in Chumash
Auditorium.
The event will begin at 10am. We will have speakers presenting on their careers from
10:10am until 11:25am. From 11:25am to 1pm, we hope you will stay to enjoy lunch, catered
from Urban Cafe, and to network with students; I’m sure they will have many more questions for
you! They may ask if you or your organization is looking for interns or looking to hire; feel free
to discuss that with them or point them toward your company’s recruitment department.
Please see the timeline attached to this email. For your speaking time, you will have
about ten minutes to present on what you do, how you got there, and why you enjoy it. It will be
followed by a five minute Q&A. Students will likely have more questions than you can answer
in five minutes, so we hope you will stay for lunch and/or leave business cards so that they can
follow up with you. A powerpoint presentation is not necessary, although if you would like to
use one, please let me know as soon as possible so that we can accommodate that.
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Please feel free to reach out with any questions. We look forward to seeing you on February 22!

February 16
Hello,
We are looking forward to seeing you on Friday at the Annual Communication Studies
Career Symposium!
Event Location: Chumash Auditorium in the University Union, on Cal Poly’s campus.
Event time: 10am - 1pm, please arrive on campus at 9:30am
Parking: Sponsored Guest Spaces, Grand Ave Parking Structure or A1 Lot
Update on parking: you will get your sponsored guest parking passes at the kiosk on
Grand Ave, which will be on your right as you come from the freeway (get off on Grand). They
will direct you to either the A1 lot or the Grand Ave parking structure. Please see the attached
map for reference. They will have your name on a list for the parking passes so they may ask for
ID.
Just a reminder, as a speaker, please give a ten minute summary of what you do and what you
enjoy about it; this will be followed by a five minute Q&A. You do not need a power point, but
if you would like to use one, we can accommodate, just let me know ahead of time. After all
the speakers (4), we will have a time for students to meet you personally and ask more questions.
Lunch will be provided during this time. A timeline is attached and it lists what exact time you
are speaking.
Finally, please respond to this email with a short bio to include in our event
pamphlet. This should just be about a paragraph about who you are, your company (if
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applicable), what you do, and a fun fact (everyone loves fun facts!). Please email this to me
by Wednesday. Thank you!
Anytime this week and/or on the day of the event, feel free to email, call, or text me with
any questions or concerns. See my information below. Again, thank you so much for joining us!

February 21
Hello,
Thank you all again for sending bios to me. We look forward to seeing you tomorrow! A few
important notes:
● Parking: I provided instructions in my last email, but I wanted to touch on it again,
because I know Cal Poly's campus can be confusing. Please get off on Grand Ave and
head toward campus. As you enter campus, there will be a kiosk on your right hand side.
You can pull up to the window, tell them your name and that you are here for the
Communication Studies Career Symposium; they will give you a parking pass that is
valid in "sponsored guest" spaces. There are some "sponsored guest" spaces in the A1 lot,
and some in the Grand Ave parking structure. I put google maps links below that can
direct you from the freeway exit to the parking lot. I will also attach the map to this
email.
○ Link from freeway exit to A1 lot (just stop at the kiosk on your way):
https://goo.gl/maps/1dU8CgkcyGQ2
○ Link from freeway exit to Grand Av parking structure (just stop at the kiosk on
your way): https://goo.gl/maps/tfpqLTSkqrE2
○ If you have difficulty, please feel free to call me: (805) 657-8491
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● Attire: Business professional or business casual
● Please try to keep you speaking time around 10 minutes, and then start asking if there are
any questions (5 minute Q&A). After 5 minutes of questions, please invite students to
talk to you during lunch if they have any further questions. We have four speakers and
we want to make sure we have time to hear from all of you. As a side note, students are
very excited to hear from you, it's been the talk of the department!
● The actual event location is Chumash Auditorium in the University Union. Please see the
map attached.
● I have attached a timeline for the day. See attached.
Thank you so much! Please don't hesitate to call or text me if you have any issues.
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Appendix L
Emails to Samantha
February 8
Good morning Samantha,
Thank you again for being a part of our Annual Communication Studies Career
Symposium!
Event Location: Chumash Auditorium in the University Union, on Cal Poly’s campus.
Event time: 10am - 1pm
Parking: Grand Ave Parking Structure or A1 Lot
The event will begin at 10am. We will have speakers presenting on their careers from
10:10am until 11:25am. From 11:25am until 1pm we will have lunch, space for students to
network with speakers, an executive recruiter reviewing resumes (just FYI), and you taking
headshots. There are 30 people who purchased their tickets early, so they have been put in
"photo groups" of five people, and each group has 10 minute with you. I put on the timeline
when you have each group, and they'll know so they should just come to you at their time. After,
you said you could give us and hour and 20 right? So then they'll be time for anyone not in a
"group" to come get a picture taken with you (first come first serve). I attached a timeline with
your items on it, and a more general timeline.
I'm assuming you need a while to set up, so I have you arriving at 10:20. Your passes are
valid in “Sponsored Guest” spaces; there are several in the A1 lot and more in the Grand Ave
Parking Structure. The event is in the University Union, upstairs, in Chumash Auditorium. If you
want to arrive at a different time, let me know! We'll have someone meet you in the A1 lot
(see map, attached) with your parking pass.
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Let me know if you have any questions!

February 17
Hi Samantha,
Update on parking for the Career Symposium: you will get your sponsored guest parking
passes at the kiosk on Grand Ave, which will be on your right as you come from the freeway (get
off on Grand). They will direct you to either the A1 lot or the Grand Ave parking structure.
Please see the attached map for reference. They will have your name on a list for the parking
passes so they may ask for ID.
Let me know if you have any questions! Just confirming, you will bring the backdrop
still, correct? And arrive at 10:20 to be ready to go by 11:20 (you can set up while speakers are
on)? I'm attaching my overall event timeline, and the timeline for you for reference.

February 21
Hi Samantha,
Just touching base with you one last time.
● Parking: I provided instructions in my last email, but I wanted to touch on it again,
because I know Cal Poly's campus can be confusing. Please get off on Grand Ave and
head toward campus. As you enter campus, there will be a kiosk on your right hand
side. You can pull up to the window, tell them your name and that you are here for the
Communication Studies Career Symposium; they will give you a parking pass that is
valid in "sponsored guest" spaces. There are some "sponsored guest" spaces in the A1
lot, and some in the Grand Ave parking structure. I put google maps links below that
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can direct you from the freeway exit to the parking lot. I will also attach the map to this
email.
○ Link from freeway exit to A1 lot (just stop at the kiosk on your way):
https://goo.gl/maps/1dU8CgkcyGQ2
○ Link from freeway exit to Grand Av parking structure (just stop at the kiosk on
your way): https://goo.gl/maps/tfpqLTSkqrE2
○ If you have difficulty, please feel free to call me: (805) 657-8491
● Unloading: before you park, give me a call and me and someone from my team (if
necessary) will see you in the A1 lot to help carry the back drop.
● While you are taking pictures, I will have one of my team members there with you to
help manage attendees. Everyone was told that they have 2-3 minutes with you, since
its just a headshot, and we're hoping to get as many people as possible time with you!
● I attached the timeline again in case you wanted to reference it. The attendees know
already and my team member who's assisting our "photo station" will keep track of the
"photo groups" so that you don't have to worry about it.
Let me know if this is confusing or if you have any questions! Looking forward tossing you.
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Appendix M
Attendee List

Attendees Name

Member
Early Bird (paid via
Ticket
venmo)

Allison Fobes

No

No

Allison Jones

Yes

No

Amanda Smith

Yes

No

Andrew Schweitzer

Yes

No

Anna Goldman

Yes

No

annie margolis

Yes

No

Ashley Marckel

No

No

Bryanna Gay

Yes

No

charlene hsu

No

No

Chelsea Lui

Yes

Yes

Christina Rakhamimov

Yes

No

Ciara Thompson

Yes

No

Clara Foley

Yes

No

Derek Decesare

Yes

No

Emerson-Alysia Hughes

Yes

No

Emma Mabe

Yes

No

Faith Hardy

No

No

Grace Trotta

Yes

No

Isabella Ravina

Yes

No

Julianna Quihuiz

Yes

No

Katie Bocian

No

No

Kelly Chin

No

No

Kennedy Higgs

Yes

No

Kylie Thompson

Yes

No

Email
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Other
Guests

Lauren Buckley

Yes

No

Lauren Vollert

No

No

Leah King

No

No

Lexie O'Neil

No

No

Madison Whittaker

Yes

No

Meredith Barry

No

No

Nikiya Bechtle

No

No

Noah Vaca

Yes

No

Olivia Jones

Yes

No

Paris Kirk

Yes

No

Piper Rockwell

Yes

No

Quinn Harrington

Yes

No

Rachel Iuliano

No

No

Samantha McKinley

Yes

Yes

Sonoma Bates

Yes

No

Tenielle Packer

Yes

Yes

Tessa Carroll

No

No

Vaughn Paul

Yes

No

Taylor Grant

No

No

Name

Position

Notes

Betsy Umhofer

Speaker

Bryce Prunty

Speaker

Gabrielle Rivera

Speaker

Kathleen Briggs

Speaker

Kim Haile

Speaker's
Guest (Kim)

Samantha Ward

Photographe
r

Tim Bernstein

Executive
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Recruiter
Amy Collins

Sponsor

Zoe Reisen

Special
Guest

Patrick Frisco

Special
Guest

President Armstrong

Special
Guest

Emily's
friend: just
stopping by
to see
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Appendix N
Photo Groups
Group

Time

Name

1 11:30-11:40

Ciara Thompson

1 11:30-11:40

Kennedy Higgs

1 11:30-11:40

Bryanna Gay

1 11:30-11:40

Christina Rakhamimov

1 11:30-11:40

Piper Rockwell

2 11:40-11:50

Paris Kirk

2 11:40-11:50

Madison Whittaker

2 11:40-11:50

Anna Goldman

2 11:40-11:50

Julianna Quihuiz

2 11:40-11:50

Sonoma Bates

3 11:50-12:00

Clara Foley

3 11:50-12:00

Kylie Thompson

3 11:50-12:00

Isabella Ravina

3 11:50-12:00

Olivia Jones

3 11:50-12:00

Lauren Buckley

4 12:00-12:10

Amanda Smith

4 12:00-12:10

Emerson-Alysia Hughes

4 12:00-12:10

Andrew Schweitzer

4 12:00-12:10

Vaughn Paul

4 12:00-12:10

Grace Trotta

5 12:10-12:20

Quinn Harrington

5 12:10-12:20

Derek Decesare

5 12:10-12:20

Allison Jones

5 12:10-12:20

Emma Mabe

5 12:10-12:20

annie margolis

6 12:20-12:30

Noah Vaca

6 12:20-12:30

Chelsea Lui

6 12:20-12:30

Tenielle Packer

Email
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6 12:20-12:30

Samantha McKinley
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Appendix O
Emails to Attendees
February 19
Hello,
We are so excited to have you joining us for the Annual Communication Studies Career
Symposium!
Event Details:
Location: Chumash Auditorium
Date: Friday, February 22, 2019
Time: 10am-1pm, please arrive between 9:45-10am to get seats
Attire: Business Professional
From 10am-11:25am, we have keynote speakers presenting on their COMS related careers
and what they enjoy about them. Speakers include:
● Kim Haile, Senior Marketing Communications Specialist at MINDBODY
● Bryce Prunty, National Director of Recruiting at Clarity Technology Partners
● Betsy Umhofer, former SLO District Representative for Congresswoman Capps
● Gabrielle River, Development and Communications Coordinator at Stand Strong
After the speakers, we will have a time for you to enjoy lunch from Urban Cafe, personally
meet the speakers, have your resume reviewed, and have your LinkedIn photo taken.
Our photographer is Samantha Ward; you can checkout her website here. From 11:3012:30 she will be taking pictures for those who purchased “Early Bird tickets” (sold until January
29); from 12:30-12:50 she will be taking pictures for anyone else who is interested. Each guest
will have 2-3 minutes with Samantha to ensure everyone gets a chance.
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Our resume review station will be on a first come first serve basis, as executive recruiter
Tim Bernstein spends a few minutes going over each resume. Tim is the Co-Founder and
President of Ardent Search Company; you can check out their website here. Each guest will have
2-3 minutes with Tim to ensure everyone gets a chance. Please bring a printed copy of your
resume for him to made edits.
Please bring bring your ID, we will have your name on the attendee list. For questions or
concerns, please don’t hesitate to email

February 21
Hello,
As you prepare for the Annual Communication Studies Career Symposium tomorrow at
10am, please review these important reminders:
● Arrive between 9:45am and 10am to get seats.
● Bring a printed copy of your resume (per the executive recruiters request) to be
reviewed. Resumes will be reviewed on a first come first served basis.
● Attire: Business Professional preferred: remember, you're having your LinkedIn
Profile picture taken.
● If you bought an early bird ticket, please review what photo group/time slot you
were placed in to have you picture taken (it was assigned to you in the Career
Symposium email sent on Tuesday), and be sure to go to the photography station at
that time. That time slot is your guaranteed spot with the photographer.
● If you did not buy an early bird ticket, at 12:30pm photos will be on a first come,
first served basis.
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● Please keep in mind that the photographer and executive recruiter will spend 2-3
minutes per person with photos/resumes to ensure they connect with as many guests
as possible.
● During lunch, take this chance to introduce yourself to our speakers! Making
connections will help build your network and increase your opportunities for finding a
job or internship. Whether or not they themselves are offering internships or jobs, ask
if they know where opportunities are in their field or at their company.
We look forward to seeing you tomorrow!
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Appendix P
Email to Club Leadership Team (Volunteers)
Hello team,
Friday is the big day, and you have all very generously offered to help with everything...I
just want to start by saying, THANK YOU, I couldn't do it without your help. Here's what I need
from you on Friday:
Everyone:
● Meet at 8:30am in Chumash Auditorium to prep/set up.
● Stay until 2pm to make sure everything is wrapped up.
Kelly
● Picking up lunch from Urban Cafe at 9am. The order is under my name. Brooke will
go along to help carry it.
● Oversee lunch: setting it out, making sure things stay neat.
Brooke
● Social Media: story post for before (e.g. "today is the day! remember your resume" or
something like that), story posts through out, story "thank you for coming" post
afterwards, and LOTS of pictures.
● Go with Kelly to pick up Urban Cafe
Julia
● At 9:45, be the front check in table, check guests in (just put a check mark next to their
name).
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● At the check in table, every guest gets a raffle ticket; if they bought an early bird ticket
(which will be indicated on the list), they get 2 tickets.
● During the "lunch" portion of the event (11:30am-1pm), I'm going to have you be the
photographer's photo assistant. So the 30 people who bought early bird tickets are
divided into 6 groups, which each have a designated time to meet at the photo station to
have their LinkedIn photo taken. I'm gong to have you stay there and check people off
that list as they show up for their assigned time slot. For example, Group 1 has the time
slot 11:30-11:40, so I'll have you there next to the photographer and checking to make
sure all 5 people in Group 1 show up, so that the photographer doesn't have to worry
about it.
Kylie:
● I'm going to have you basically oversee everything on site, so making sure things run
according to plan. I'll be doing this too, but I'll also be MC'ing and the one
communicating directly with speakers/vendors. If everything goes perfectly smoothly
as planned, then your job should be easy, but (ha) events never go quite as planned so I
might have to trouble shoot and it'll be really helpful to have some else who knows
what needs to happen.
General Updates:
● Emails went out today providing general information to all attendees about the
symposium and what photo group they're in. I'll send it to you all after, but it's mostly
information that you already know
● Urban Cafe is ordered.
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● Attendee list is complied and ready to print
● Photo groups/time slots have assigned, I have the list ready to print
● I have the raffle prize
● Water bottles are bought
● Photographer is booked
● Executive recruiter is booked
● Expense Report is done
● Signs for the photo and resume tables are ready to print
● Raffle tickets are ready to go
● Emails have been sent to the speakers/vendors with event and parking info
● I created a generic screen to be on the screen as attendees enter
● Parking is set to go. Attendees pick up sponsors guest passes at the kiosk on Grand
Things I still need to do:
● Create the day-of event pamphlet with speaker info, etc.
● Get cash to tip the photographer
● Buy name tags
● Print: event pamphlet, attendee/check in list, photo group list, signs for photo and
resume station.
● Get a gas gift card for Tim since he's driving from LA and doing this for free.
I'm attaching out production schedule (from ASI) and my timeline. If you get a chance
tomorrow (Wednesday), look it over and get back to me with any suggestions. Thank you all so
much!
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Appendix Q
Event Pamphlet
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Appendix R
Diagram
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Appendix S
Timeline
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Appendix T
Urban Cafe Order

